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High Level Process





















Course Deployment Date/Section Number:  _________________/_________


How many days of Pre-Course work access? _________________________


Pre-Course work access date:  ______________________________________
(This is the date that the course will go live to students)


	Blackboard Setup 

	
	Yes
	No
	N/A
	Comments

	Content Collection
	
	
	
	

	1. Files loaded in Content Collection/Deployed?
CM with ISD Support if Needed
	
	
	
	

	2. Permissions adjusted appropriately for all files and folders (pay attention to Student Material public access)?  
CM with ISD Support if Needed
	
	
	
	

	3. Public Access Course set up and linked correctly? 
BBassist (usually after the pilot) 
	
	
	
	

	Learning System 

	1. Master Template complete? 
CM/ISD/PLD
	
	
	
	

	2. FQR Completed? 
ISD/Support Team
	
	
	
	

	3. Contingency Plan established and documented in Content Collection/Instructor Material folder?
CM/ISD (before the pilot)
	
	
	
	

	4. Master Template copied into section?
(happens 10 days prior to pre course access unless otherwise communicated to BBassist) 
BBassist 
	
	
	
	





	ATLAS Setup 

	
	Yes
	No
	N/A
	Comments

	Information  (Operations actions)

	1. Atlas/Bb Integration functioning?
a) Sections pushed into Bb 
b) Instructors pushed into Bb
c) Students pushed into Bb
BBAssist
	

	
	
	


	2. Pre-course Work duration set? 
CM/ISD/GLTC_Help
	
	
	
	

	3. ATLAS Welcome Email customized and enabled? 
CM/ISD
	
	
	
	

	4. Post-course Work duration set? 
(standard is 8 days but MUST be at least 1 day or students will NOT be able to access Bb on the last day of class.)
CM/ISD/GLTC_Help
	
	
	
	

	5. STARS 60-Day email edited to include information about pre course work? 
CM/scheduling
	
	
	
	

	6. Course Pass Type = “Instructor Action Only” 
GLTChelp
	
	
	
	

	7. Proposed credit hours? 
GLTChelp
	
	
	
	

	8. Type of Certificate  (DAU, DHS, FAI)? 
GLTChelp
	
	
	
	

	9. Student enrollments? 
Scheduling
	
	
	
	

	10. Instructors Assigned? 
Scheduling
	
	
	
	

	11. MTM Set up?
PRM
	
	
	
	





	Other

	
	Yes
	No
	N/A
	Comments

	
	
	
	
	

	1. Instructor training provided (webinar, guides, etc)? 
CM/ISD/BBtrainer
	
	
	
	

	2. Notify BBassit, GLTC_Help, Scheduling, Help Desk, and AST of deployment. 
ISD
	
	
	
	

	3. Content removed from ACC is previously stored there?
ISD/CM
	
	
	
	

	4. Technical considerations documented and addressed (ex: system limitations due to locations with low bandwidth or non-CAC access sites to communicate work around for instructors)?
ISD
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ATTENDEES:
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